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Take this Add-ons survey: 
http://goo.gl/forms/VUWW1BRmB7
10. Pin a tab in place
https://support.google.
com/chrome/answer/95622?
hl=en
If you don't want a particular 
tab to be moving around, you 
right-click (or control-click, 
on a Mac) the tab and select 
Pin tab.
9. Use Priority Inbox 
& more!
Priority inbox
https://support.google.
com/mail/answer/186531?hl=en
Find a time / Suggested times
http://gmailblog.blogspot.
com/2011/11/suggested-times-in-google-
calendar.html
Google Forms Shorten URL
https://support.google.
com/faqs/answer/190768?hl=en
8.Search & filter 
Google Drive Docs
To search for a file in 
Google Drive type a word 
or phrase into the search 
box at the top and press 
Enter.https://support.google.
com/drive/answer/2375114?
hl=en
7. Add Google Docs to 
multiple folders / Create 
favs by adding a star
Add to multiple folders: Shift + Z
Star/Remove Star
6. Turn your data 
into a heat map
https://support.google.
com/docs/answer/78413?hl=en
Use conditional formatting 
color scale to set a 
gradiant rule for selected 
data.
5. See the sum of cells 
in a spreadsheet
Quick Sum
https://support.google.
com/docs/answer/66032?hl=en
4. Interpret data in different ways without ever having 
to enter a formula
Create a pivot table report
https://support.google.com/docs/answer/1272898?hl=en
Explore
https://support.google.com/docs/answer/6280499?hl=en
3. Create headings and add a table of contents to a 
google Doc
Add titles, headings and customize the style of your 
document
https://support.google.com/docs/answer/116338?hl=en
Make your document accessible
https://support.google.com/docs/answer/6199477?hl=en
Export Google Docs files as EPUB publications
http://googleappsupdates.blogspot.com/2016/03/export-google-
docs-files-as-epub.html
2. Preview a Google 
Doc not PDF
1. Share Google Doc.
2. Edit the Google Doc’s URL/address. 
Remove trailing /edit and replace it 
with /preview. 
Step-by-step Instructions
https://goo.gl/7TGj2n
1. See how many clicks!
1. Copy the URL of the document.
2. Go to Google URL Shorterner:
http://goo.gl
3. Paste your long URL in the field.
4. Click Shorten URL.
5. Use the shortened URL to publish on a web 
page, send via email, etc.
6. View details of shortened URL to view how 
many views.
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